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The Bishop Wand Church of England School

	Position


	Receptionist (part-time)
	Grade
	Surrey Pay S3

	Department


	Administration
	Work Pattern


	16 hours per week
Thursday and Friday
8am to 4.30pm
30-minute break per day



	Line Manager


	Attendance Officer

	
	


Job Profile

	Job Purpose



	To provide an outstanding and customer focused reception service to the School and to carry out administrative tasks which supports both students and staff as required.



	Key Responsibilities 



	1.1 VISITOR RECEPTION

(a) To welcome visitors to the School’s reception and respond to their enquiries in a courteous, efficient and effective manner.

(b) To ensure that all visitors given access to the School complete the Visitor’s Register and receive a visitor badge for security purposes. 

(c) To ensure that long stay visitors are advised of School procedures relating to Fire Evacuation and other ‘housekeeping’ issues including location of toilets, catering facilities etc.

(d) To be responsible for the production and maintenance of a ‘Visitor guide’.

(e) To be responsible for the production/ordering and maintenance of the Visitor Register and visitor badges.

1.2 TELEPHONE AND EMAIL ENQUIRIES

(a) To respond to telephone callers to the School, dealing with their enquiries as promptly and appropriately, seeking further advice from colleagues as required. 

(b) To be responsible for monitoring incoming telephone messages recorded on the main ansa-phone and for ensuring that these are forwarded to the relevant members of staff.

(c) To be responsible for monitoring incoming email messages to the main School account and for ensuring that these are forwarded to the relevant member of staff or dealt with appropriately.

1.3 GENERAL ADMINISTRATION DUTIES

(a) To maintain the Outlook/online version(s) of the ‘Whole School Calendar’ ensuring that all relevant information is recorded.

(b) To provide administrative support to the administration team and teaching staff as required including word processing, mailings etc.

(c) To process and distribute incoming mail.

(d) To respond to requests for information from members of staff as required.

(e) To ensure pre-printed stationery including letterheads and compliment slips and general stationery supplies are maintained and re-ordered as appropriate.

(f) To ensure that supplies of office stationery are maintained and re-ordered as appropriate.

(g) To operate a variety of office equipment including switchboard, photocopier and franking machine. To arrange for repairs to the photocopier as required.

(e)  To perform other duties of an administrative nature as directed.
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	Person Specification



	Specification
	Desirable


	Essential

	Education and Training


	
	5 GCSEs (or equivalent) at Grade C or above including English and Maths



	Knowledge and Experience


	Experience of working in an administrative role in educational sector.
	Experience of working in a customer facing/focused role in public or private sector.


	
	
	Sound knowledge and experience of Microsoft Office applications including Word and Excel.


	Abilities and Skills


	
	Excellent written and verbal communication skills.
 

	
	
	Ability to provide high levels of customer service.


	
	
	Ability to plan and prioritise a range of regular and irregular tasks.


	
	
	Strong organisational skills and ability to be adaptable.


	
	
	Ability to work effectively as part of a team.



